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FOREWORD

This manual is issued under the authority of Departnent of Defense (DoD)
Directive 4000.25, “Admnistration of Defense Logistics Standard Systens, " and
| mpl enents provisions of the Federal Acquisition Regulation (FAR) and the DoD FAR
Suppl enent  (DFARS )

The purpose of this manual is to prescribe standard procedures for use in
exchangi ng contract related data in automated form between purchasing offices
(including inventory and program managers) and field contract admnistration offices,
e.g., Defense Contract Managenment Districts (pcMbs) and Mlitary Departnent plant
cogni zance representatives. These procedures have been established to attain a
greater degree of sinplification, standardization, and automation in the processing
of contract related data. This standardization provides the basis for Defense
Conponents to design and inplenment conpatible internal procedures for coding,
transmtting, decoding, and using automated logistics information. The MILSCAP
programw || reduce the flow of hard copy docunents between contract adm nistration
organi zations and other DoD activities, permt uniformsystens at the contract
adm nistration level and allow systens to be tailored to Departnent/Agency
requi renents at other activities, ensure that the systens of the contract
admnistration offices are responsive to the data needs of the purchasing activities,
i nventory nanagers, program nmanagers, and financial activities, and assure a uniform
data system which makes the nost economi cal use of resources. The proper use of
these procedures will permt inprovenents at all |evels by providing:

a. Standard formats, data elenents, and codes for capturing key contract
i nformation.

b. Standard procedures for forecasting and reporting deliveries.

c. Conputer processable contract paynent notification for input into allotnent
and obligation status records.

Editorial changes and clarifications contained in this publication of the
manual are designated in bold italics.

Thi s manual supersedes DoD 4000.25-5-M June 1987, and Changes 1 through 6.
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Department of Defense activities requiring copies of this manual should submt
requests through normal requisitioning channels of the DoD Conponent, as shown on
pages 1-9 and 1-10. Heads of DoD Conponents nay issue supplenentary instructions
ocnly when necessary to provide for unique requirenments within their respective
commands.

Recormendations for revisions to this manual are encouraged. All proposed
revisions or corrections should be sent to the designated focal points as shown on

pages 1-7 and 1-8.
/’éf/ﬁ’;’/

GARY C. TUCKER
Colonell, USA
Staff Director, Adm nistration
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ACRONYMS AND ABBREVI ATI ONS
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Abbrevi ation Definition

A A Acceptance Alert, DI Code PK5

ACO Adm ni strative Contracting Oficer
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BPAC Budget Program Activity Code
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CAo Contract Admnistration Ofice
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DLMSO Def ense Logi stics Managenent Systenms O fice
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DoD Department of Defense

DODAAC Depart ment of Defense Activity Address Code
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Acronym or

Abbr evi ati on

DPAS
DPSC
DSN

DSSN

E of E
ELIN
EQOM

FAR
FC

FDD
FMS
FOB

IC
ICP
IM

JANAP

MAPAD
MILSCAP
M LSTAMP

MILSTRAP
MILSTRIP

MOCAS
MPC

NSN
OF

PlIIN
Pl O
PM
PMCL
Po

Definition

Defense Priorities and Allocations System
Def ense Personel Support Center

Def ense Switched Network

Di shursing Station Symbol Nunber

El ement of Expense
Exhibit Line |tem Nunber
End of Mnth

Federal Acquisition Regulation
Formal Change

Forecast Delivery Date

Foreign Mlitary Sales

Free on Board

| nteri m Change
| nventory Control Point
| nvent ory Manager

Joint Arny, Navy, and Air Force Publication

Mlitary Assistance Program Address Directory

Mlitary Standard Contract Adm nistration Procedures

Mlitary Standard Transportati on and Moyvenent
Procedures

Mlitary Standard Transaction Reporting and
Accounting Procedures

Mlitary Standard Requisitioning and |ssue
Procedures

Mechani zation of Contract Adm nistration Services

Materi el Program Code

Nati onal Stock Nunber

Optional Form

Procurenment Instrunment ldentification Nunber
Provi sioned |tem O der

Proj ect Mnager

Proposed M LSCAP Change Letter
Purchasing Ofice
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Acronym or
Abbr evi ation

PQA
PRON

RC
RCN
RCS
RDF
RDT&E
RON
RP

SAMMS
SF
SPIIN

SPN
TCND
Ucs

DD Form 250
DD Form 350
DD Form 375
DD Form 375-2
DD Form 1155
DD Form 1423
DD Form 1594
DD Form 1716

OF 336

SF 1

SF 26
SF 30
SF 33
SF 1081
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Definition

Procurenent Quality Assurance
Procurenent Request Order Nunber

Responsibility Center

Record Control Nunber

Report Control Synbol

Revi sed Delivery Forecast

Research, Devel opnent, Test, and Eval uation
Rei mbur sabl e Order Nunber

Record Position

Standard Autonated Materiel Management System

Standard Form

Suppl ementary Procurenent |nstrunent Identification
Nunber

Shi pment  Performance Notice

Transportation Control and Myvenment Docunent
Uncl osed Contract Status

Mat erial I nspection and Receiving Report

| ndi vi dual Contracting Action Report (over $25,000)
Production Progress Report

Delay in Delivery

Order for Supplies or Services

Contract Data Requirenents List

Contract Conpletion Statenent

Contract Data Package Recommendati on/ Deficiency Report

Conti nuati on Sheet

Printing and Bi nding Requisition

Awar d/ Cont r act

Anendment of Solicitation/ Mdification of Contract
Solicitation, Ofer, and Award

Voucher and Schedul e of Wthdrawals and Credits
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DEFI NI TI ONS AND TERNMS

ACCOUNTI| NG CLASSIFICATION REFERENCE NUMBER (IACRN . A two position

al phanuneric control code assigned (in accordance wth DFARS 204.7108) to
each accounting classification used in a single contract.

ADP PO NT. The activity which provides Automatic Data Processing (ADP)
services to the contract admnistration office (Cao) or the purchasing
office (PO ; usually the field activities of the Defense Contract
Managenent Conmmand (DCMC ) . (In the case of a purchasing office or a

pl ant cogni zant cao, the ADP activity nmay be collocated wth the CAQ PO
or it could be located at sone other renote site.)

AUTOMATIC Dl G TAL NETWORK (AUTODIN) . A conputer controll ed,
electronic, fully secured, high-speed, common user, data communication
system that provides both direct user-to-user, and store and forward

message switching service for DoD and ot her (Governnent Agencies on a
wor | dw de basi s.

CLIN. An abbreviation of contract |line item nunber (CLIN) which Is used

for identifying an item of supply or service on a contractual docunent.
(See DFARS 204.7104.)

CONTRACT ABSTRACT. A representation, in machi ne processable form of
key elenments of contractual data.

CONTRACT ADM NI STRATI ON OFFI CE (ca0). A DoD Contract Administration
Servi ces (CAS) Conponent which perforns assigned functions, or a
purchasing office which retains functions related to the adm nistration
of contracts. (Included in this definition are all geographic and

pl ant-type organizations of the MIitary Departnents engaged in the
performance of field contract admnistration services.)

CONTRACT MODIFICATION. Any witten alteration in the specifications,

delivery point, rate of delivery, contract period, price, quantity, or
ot her contract provision of an existing contract, whether acconpani ed by
uni |l ateral action in accordance with a contract provision, or by nutual
action of the parties to the contract. It includes: (1) bilateral
actions such as supplenental agreenents and (2) unilateral actions such
as change orders, admnistrative changes, notices of termnation, and
notices of the exercise of a contract option.

XVI |



DoD 4000. 25-5-M

DOD CONTRACT ADM NI STRATI ON SERVI CES (CAS) COMPONENT . A DoD
office listed in DLAH 4105.4, “DoD Directory of Contract Admnistration
Services Conponents, ™ performng contract admnistration services.

ELIN . An abbreviation of exhibit line item nunber (ELIN) which is used

to identify an itemof supply or service listed on an exhibit or schedul e
formng a part of a contractual docunent. (See DFARS 204.7105.)

| NVENTORY CONTRCL PO NT (ICP) . The organi zational elenment within a
distribution systemwhich is assigned responsibility for systemw de
direction and control of materiel including such managenent functions as
the conputation of requirements, the init i at ion of procurement or

di sposal actions, the devel opnment of worldw de quantitative and none-
tary inventory data, and the positioning and repositioning of materiel.

M LI TARY STANDARD REQUI SI TI ONI NG AND | SSUE PROCEDURES

(MILSTRIP) . A systemof standard data el ements, codes, forns, and
formats for the requisition and issue of materiel, adaptable to both
manual and nechani cal docunent preparation transm ssion and processing.
MLSTRIP is applicable to all DoD activities requisitioning on whol esale
distribution systens, to civil Agencies requisitioning on the mlitary or
Ceneral Services Admnistration (GSA) distribution systens, to foreign
governnment requisitions under the Mlitary Assistance Program (MAP ) , and
to contractors requisitioning Government furnished materiel in connection
wth contracts for repair, rebuild, and overhaul. (See DoD 4000.25 -1-M)

MILITARY STANDARD TRANSACTI ON REPORTI NG AND ACCOUNTI NG

PROCEDURES (MILSTRAP) . A standard inventory accounting system which

provi des uniformcodes and formats for processing and recording receipt,

adj ustment, and issue transactions. MLSTRAP is applicable to inventory
control, stock control, and storage activities of the Mlitary Services

supply distribution systens. (See DoD 4000 .25-2 -M )

M LI TARY STANDARD TRANSPORTATI ON AND MOVEMENT PROCEDURES

(MILSTAMP) . A system of standard data el enents, codes, forms, formats ,
rul es, and nethods for shipnment of materiel wthin the Defense
Transportati on System (DTS) . MILSTAMP applies to shipnents originating

at Governnent f aci lit ies (including GSA depots) and at contract
facilities which termnate at mlitary installations or at foreign
government dest inat ions under the MAP Grant Aid. (See DoD 4500.32-R )

xviii
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PIIN. An abbreviation of procurenment instrunent identification nunber
(PIITN) which is used for identifying contractual docunents and
controlling MLSCAP transactions. (See DFARS, subpart 204.70. )

PRI MARY CONTRACT ADM NI STRATI ON OFFI CE (PRI MARY CAQ) . The DoD
Contract Adm nistration Services (CAS) Conponent reflected in the

“Adm ni stered By” block of the contract or the purchasing office when the
“Admi ni stered By” block of the contract is blank.

PROVISIONING ORDER. A witten notification to a contractor to deliver

spare repair parts against a line itemalready contained in a contractual
| nstrunent. (Both delivery date and prices may be estinmated on the order
subject to later definitization on a supplenental agreenent. )

PURCHASI NG OFFICE (PO) . The office which awards or executes a
contract for supplies or services.

X—-OVERPUNCH . A punch in the 1lth row, sonetines referred to as the
X-row, of an 80 position record.




